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Becords Survey

1. Attached sre the Records Survey Report and Records Control Schedules for
all elements of DD/S&T with the exception of OSA. 08I, and the Office of Com-

puter ; ge were prepared by this steff in conjunction
wi Records Officer for ND/S&T.

L

2. Implementation of the Records Control Schedules and adoption of the recom-
mendations contained in the survey report should greatly assist your offices
in prowoting good records wanagement practices. Adherence to the disposition
instrggjtim will ensure compliance with Agency approved records policies and
procedures.

3. mract that your office is new and that these are the initial Records
Contrel Schedules it is highly possible that, due to organizational and

rmtiml changes, it will be necessary to make revisions to these schedules.

Whan these changes occur your Records Officer should de consulted.

k. I was happy to learn that| |recently attended the National

Archives @ ' rice, Hecords Management Workshop. I highly recom-

wend tha avall himself of otber such training opportunities

as provide ocal schools and universities.

I_Sa_lﬂrh_to_leweas uy appreciation to mewbers of your office, particulerly
for their assistance and co-operation given toﬁduriug

%his survey. has advised we of your desire to have & Vital Records

Depusit Eched veloped in the near future. When the time is appropriate
for this please feel free to call on us for assistance.

’%%?fmoﬂl (12 Dec 1963)
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